15.08.00.00 - M ANAGING THE AIRSPACE PROGRAM -
PROPERTY MANAGEMENT AND THE MARKETING PLAN

15.08.01.00 General

The Senior should ensure sufficient staff is assigned
to and adequate time is spent on managing the
district/region’s Airspace program, which includes
property management activities, marketing plan to
lease sites, and program efficiency.

15.08.02.00 Property M anagement

Property management activities are those actions
taken after a dite is leased and any developments are
congtructed. (See Section 15.07.00.00.) Airspace
must ensure the lessee is complying with al terms
and conditions of the lease agreement. Aseach siteis
developed differently, the degree of property
management activities will differ with each lease. At
aminimum, Airspace should review the current status
of each lease to ensure:

e Monthly - The lease payment has been received
and the account is not delinquent. If after proper
notification, the lessee does not pay any arrears,
default proceedings should be initiated.

* Monthly - Expiring rental agreements or lease
agreements will be scheduled for renewal,
extension, or termination.

e Quarterly - Future adjustments to the lease rate
have been calculated and are scheduled to be
billed per the percentage established in the lease
agreement. The lessee must be advised in
writing of theincreasein the leaserate at least 30
days prior to the billing date.

e Quarterly - Lessee's insurance certificate
provides the appropriate liability coverage and is
current. Developed sites will aso require fire
insurance for al improvements. Failure to
provide a current insurance certificate is cause to
initiate default proceedings.

e Quarterly - SFM's inspection report has been
received on al developed properties. Follow-up
when necessary to ensure deficiencies are
corrected.

e Annually - SFM's inspection report has been
received on dl non-developed properties

requiring inspection. Follow-up as necessary to
ensure deficiencies are corrected.

e Annually - Lessees paying on a percentage of
gross revenues have scheduled audits to
caculate the next year’'s lease payments.
Airspace and the lessee should initiate the review
of grossreceipts at least 60 days prior to the next
billing cycle.

Field reviews are important in property management
activities, and each dite should be inspected on a
regular basis to ensure the site is being used and
maintained as authorized. The lessee should keep the
site clean of debris and of hazar dous waste. Upkeep
should be consistent with or superior to neighborhood
standards. At a minimum, Airspace should inspect
each expiring lease prior to renewal, extension, or
termination  (monthly); each developed ste
(quarterly); and each non-developed and vacant site
(annually).

All activities should be noted in the site diary with
copies of al correspondence kept in the sitefile.

15.08.03.00 LeaseFile

Each Airspace lease must have a file that includes a
diary of al written and verbal communications,
including all reguests and approvals. The dte file
must contain  written documentation  (letters,
memoranda, and attachments) on the leasing
procedures (bid vs. direct negotiations), proposed
use, DARC comments (all phases), development
plans, environmental and air quaity documents,
marketing plan for the dite, standardized lease
agreement, bid package, RWPS set up, request to add
to inventory, field inspections, deficiencies corrected
by lessee, default actions initiated, and all other
pertinent information.

15.08.04.00 Right of Way Property System

The Airspace Inventory is maintained in the Right of
Way Property System (RWPS), which generates
reports on district/region property management
workload, number and type of leases, potential and
actual income, internal uses, high priority stes,
telecommunications licenses, and due dates (eg.,
expiration, inspections, and adjustments). Accounting
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also uses RWPS to generate bills and to track account
payments and adjustments.

Airspace should ensure the system is current by
reviewing the data entries on aregular basis. The list
of sites in the inventory should also be reviewed to
determine if vacant sites should remain in the
inventory or be removed.

IRWS must dso be updated as the two systems are
integrated. Airspace site numbers cannot be entered
into RWPS unless the route and site are first entered
into IRWS.

15.08.05.00 Income

RWPS and accounting programs track all revenues
received through leasing sites.  All funds are
deposited into the State Highway Account (SHA),
which is used for transportation purposes. As such,
FHWA does not require a percentage of the income
received but expenses are not eligible for federal
reimbursement.

Since gross income (funds actualy received) is
reported to management and the legidature
periodicaly, it is critical Airspace make al efforts to
collect lease payments on atimely basis

15.08.06.00 Marketing Plan

The marketing plan to lease sites provides a working
plan for Airgpace on high priority sites, a marketing
plan to lease vacant sites, and anticipated workload
and schedule to lease all sites.

The Senior should review the marketing plan at least
quarterly to ensure al ongoing negotiations and
activities are on schedule and that appropriate
reviews and approvals ae being obtained as
scheduled. Processing the documents and following
up on their review and approval are critica (e.g.,
requests for appraisals, reviews of environmental
documents, and FHWA'’ s concurrence).

The success of the program depends greatly on
Airspace’ s responsiveness to the proposed lessee and
the reviewing and approving entities (e.g., FHWA,
AAC, and DARC members). Resolving problems
with or barriers to leasing the site should be a high
priority.

Airspace should monitor the future expiration of
rental agreements and leases and develop plans to
lease the sites again through the bid or negotiation
process.

The marketing plan for high priority sites (those that
will generate the highest return if developed) should

be evaluated to ensure the best methods for marketing
and advertisng the sites are used. Additionaly,
interim uses should be considered pending full
development of the sites.

Scheduling competitive bids for sites new to the
inventory, recently vacant, or expiring should be part
of the marketing plan. Each site should be evaluated
to determine;

e Highest and best use (if different than the
previous use).

»  Far market lease rate based on the term of the
new lease (e.g., afive-year lease may generate a
higher rate of return than atwo-year lease).

e Best method for leasing the site.

15.08.07.00 Program Efficiency

The Senior is responsible for program efficiency.
This requires monitoring the current year income and
expenditures closely to ensure the income to expense
ratio is within the norm for the district/region and the
statewide program, based on past year results and
new proceduresin place.

PY usage should not exceed the budget all ocation nor
be less than the contracted usage for delivering the
program.  Modifications to the alocation and
contract require HQ Program Manager approval.

HQ A/S prepares periodic reports to the AAC, CTC,
and Legidature on income and expenses for the
district/regions and the dtatewide program. The
Senior should use the periodic reports to monitor
gross revenues and operational expenses quarterly to
evaluate possible changes in activities and to correct
charging errors. HQ A/S will provide Airspace with
special reports and assist in analyzing the data.

The targeted work load and actual work production
(typically as shown in the R122 report) should be
reviewed quarterly. The report assists the Senior with
evaluating charging practices versus dStatewide
average, monitoring &aff  production, and
accomplishing Airspace’ s annual goals.

15.08.08.00 Policy and Procedural M anuals

The Senior should ensure each Airgpace Agent has
the current Airspace procedures outlined in the
Airspace Chapter with Exhibits and Forms, the
Reference File, district/region forms and exhibits, and
other written guidance or instructions.
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There should also be a plan to review the staff’ s work
product to ensure it complies with all applicable laws
and palicies and that the work is being done on time
and in accordance with the marketing plan.

15.08.09.00 Training and Development

Agents assigned to lease Airgpace sites should be at
the Associate level and have rotated through the
major disciplines within Right of Way. A lesser
degree of training and experience is acceptable for
Agents who are assigned to property management
activitiesonly.

The Senior should ensure staff have adequate training
and experience to accomplish assigned tasks in a
professona manner. In addition to the Airspace
chapter:

» Agents assigned property management activities
should be familiar with property management
requirements, RWPS procedures, TRAMS and
RWPS reports, and rules on collecting funds.

 Agents assigned non-developmental leasing
activities through competitive bid should be
familiar with standard bidding and auctioning
techniques, appropriate laws on contracting with
the private sector, clauses in standard lease
agreements, marketing techniques, and rules on
collecting bid deposits.

»  Agents assigned more complex leasing activities
(developmental, direct negotiations, and local
agencies) should be familiar with negotiation and
conflict resolution techniques, development
costs, rates of return, CPI trends, specia lease
language, provisons for assignments and
subleases, and AAC/CTC procedures to obtain
approval to execute lease agreements.

e Agents should expand their knowledge and skills
by attending forma courses on leasing,
development, auctioning, marketing, and
negotiating offered by the California Department
of Real Estate, IRWA, and other organizations.

Seniors should also encourage staff to expand their
knowledge of Airspace practices by providing
opportunities to:

e Conduct abid or auction.

e Meet with and make presentations about the
program to local agencies and the planning
departments.

* Negotiate terms, including fair market lease rate
and rate of return, or developmental uses.

» Evauate the risks and benefits of potential uses
and proposed modifications to standard leases.

 Develop ste gspecific and overal program
marketing plans, analyzing potentia income to
eXpenses.

15.08.10.00 Reference Library

Airspace should establish a reference library that
contains  appropriate manuals,  guidebooks,
information, and periodicals. At a minimum, it
should contain:

e Airspace chapter with exhibits, forms, and
referencefile.

e Appropriate R/W palicies and procedures from
Appraisals, Property Management, Planning and
Management, Encroachment Permits,
Environmental, and Maintenance.

e All references in the Right of Way Airspace
chapter, exhibits, forms, and reference file (e.g.,
23 CFR, S&H codes, and CTC Resolution).

e Standard |ease agreements.

e AAC agenda and minutes, CTC agenda and
approvals, and reports to the AAC, CTC, and
BTH.

e Airspace business plan.

RWPSinventory.

e Didtrict/region’'s annua marketing plan.
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NOTES:
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